APPLICATION FOR RECORDS RETENTION SCHEDULE ' o O T O e b oAy
) RECORDS MANAGEMENT DIVISION

NSTRUCTIONS See Publication No. 76—-AM—1 for instructions on completing this form. Forward signed original to
Department of Archives and Hlstorv, Records Management Division, 330 Capitol Avenue, Attanta Georgia, 30334,

Attention: Scheduling Section. X

FOR RECORDS MANAGEMENT USE

FOR AGENCY USE 1. Agency Address State Scholarship, Commission
Applicstion Dste Ceorgia Higher Education Assistance Authorith/APplication Number
2-27-78 - pivision - 9 Lavista Perimeter Park, Suite }10 J@®=77
Application Number P187 Northlake Parkway Date Received Data Compieted
o Tucker, Ga. 30084 MAR - » APR 11 1978
e neggoo3 b o T ‘ T. “297s | ATR L .
Working Title Telephone Number

2. Person to Contact
Ralph D. Roberts 7 Fiscal Officer  _ _ _  __  _ ~ 393-7241

3. Action Requested
T ‘¢ ¢ Estabusn Retention Schedule; record will continue to accumulate.
b. O Dispose of present accumulation; no further accumulation anttctpated

¢. D Amend Application No. Check One: [0 Change: [ Supercede: [0 Void

4. Dates of Series 5. Records Series Title (followed by title used in ofﬁee; if different}
Earliest Latest
FY 69 ] Continuous GHEAA Fund Control Account Cancelled Check Files
6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

The function of the Georgia Higher Education Assistance Authority Division is to administer
the following programs- 1) Direct Loan Program in which recipients receive educational
funds directly. 2), The Private College Tuition Grant program in which students attending
"private colleges are awarded tuition grants. 3).The Georgia Incentive Scholarship program
in which students attending approved institutions in the state are granted funds based on need.
~4). The North Georgia ROTC program in which students who are attending North Georgia College
and participating in the ROTC program are awarded grants.

This file contains the following documents finclude form numbers and titles, .-f any):
Attach samples of the file.

Documents relating to: payrx;g_etgdents and institutions of higher learning funds granted under
the Authority's assistance programs. '

7. Record Series Description

' Indluded are: cancelled checks payable to student or' institution of higher learning.

L

Chrouologlcally by month in which cleared bank: thereunder numerically by
. check number.
8. Monthly Reference Rate How often are records referred to which are:

One to six months old twice vea: eal‘lseven to twelve months oldtwice yeay Whirteen to twenty -four months old .tmiee_qyearly
twengv-fwe months and older twice yeaily. -

" File is arranged:

9. Annusl Rats of Accumulation of Records ' o
Letter-gize drawers ; Legal-size drawers —_— Shelves __. -~ - : Orher (specify) 2 boxes

_ AR—80-71; Mev.78_ _ .- lown




ves | Nno | 10. Questionnaire  (Place an X’ in the proper column} , __ i v i
1 - . Is this the official copy of the series? Lo ' L. '
X H not. where is it? ' ~
X b. Does the series contain confidential information requiring security handling? If yes, cite‘ law or regulation. _
X e, Is this a vital record?
X| d, Does this series have historical or long term research value?
| . When one or two documents in the file make it necessary to keep the' entlre file for a Iong penod could these
X" _documents be scheduled separately?
- b ERA Jsmimimmannlycg_mymdmmﬂmmubhwm_mnv
g. Is the information ooqtamed in this serles ever analyzed and/or recorded in a summarized report?
X if ves, atlach copy,
. h. Is there a duplication of this series in your office, or in another office or agency?
: X if ves, whese?
X1 i ls thtmussiaummmmulmulaﬂmmumgd?
X i...Does the record series result in a comouter Drintout? - :
11. Rstention Requirements - The following requires the series to be kept: - T
_ 8. State Law ' 8 years. . d. Audit period 0 years.
b. Statute of limitation - years. e. Administrative need C—23 years.
c. Federa} law ‘ 23 - years. f. Federal retention instructions o . years.

Attach copy or excert of laws or reguiatlons. Explain administrative need. :
Federal laws and regulations require that all records pertaining to each student loan be .

retained .for not less than (5) years after loan hag been repaid, repayment period mayimum
is 18 years.
Code of Federal "Regulations Part 177, Title 45. (see attached)

12. Appfond DiSPO!lthﬂ lnstrucuons . This agency recommends that the file series be cut off at the end of each
‘ " O Calendar Year; m Fiscal Year; O Other . then,

(@ Hold in the current files area _6.____.month(s) —_— . __vyear(s); then
O Transfer to local holding area; hold ______ year(s): then
@ Transfer to State Records Center; hold .22..1!.2____year(s) then
X Destroy.
O Transfer to State Archives for perrnanent retention.
- 0 Other (Specrfy}

Thess instructions apply to all prior and future accumulations of the series.

Agency Head/Designee_ (Signaturs) __Date Records Management Officer (Signature] | Date
7 ASuu Records Committes (Signature) Date
lecommendations in para-

_ N : - : i T .
wraph 12 are approved, - Stats Auditor/Designee ' ‘ : % 7'7? '

If disspproved, attach letter ' . S
f explenation.) Samu%ta_telﬁesignu : éww 4 -7-7

Attorney Gcneral!Designu - / M CFZ,{J,{ : 5//// )4(

1-50-71; Rev. 76 ) 7_ ] fﬁw.ru SIdu} _ - S




